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19 April 1966

MEMORANDUM FOR: Executive Officer to the DD/S

SUBJECT: Quarterly Report for the Records Administration Bteff

Here nre some of the mogt significant accomplishments and activities
of the Agency Records Administration Program for the pericd 1 Jamary -
31 March 1966,

I. Filing Systems and Equipment

3. Approved the requirements inmitiated by operating offices for
six speclalty file equipment projects; twoc of these requiremsnts were filled

by using excess squipment at a saving of $2250. An additionad $54k0 wase
saved by converting from file cadbinets safes to pew shelf filing equip-
ment,

2. Ssyed $5500 by comvincing the Supply Division that 1t was not
necessary to process & purchase crder they had prepered for 100 file cabinets,

3. Developed a plan with the Office of Pipance for the use of
shelf filing which will save $15,297 ia eguipnment snd about 2/3 of the
office space now required for the Genersl Claims Branch.

L., Inspected nev specialty filing equipment used by several large
industrial concerns in New York to save spece. This equipment was developed
in Swvaden and has desn used in the Ruropean ares for about 30 years. It was
introduced in this country aboutl 2 years ago. In addition to being ouitable
for records it has possible applications in libraries and supply rooms., A
Special exhibit bas been arrenged for Agency officials on 21 April.

II. Records Disposition

1. Approved revisions in Records Control Bchedules for 12
operating offices, Divisions snd Staffs.

2. B8Bome significaut changes 1n disposition instructicna were:

é. ONE - revised achedule covering 267 cubic faet with only
33 cubic feet Permanent.

b.  Office of Persomnel « revision of 6 items in the Retirwnt
A Ststr Schedule covering 15 cubic fest - 4 Permanent.
n -‘ﬁ ‘_'.
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| 3. A pew Records Control Schedule for NPIC was completed. This
schedule covers 27,202 cuble feet of records, the sec.nd largest volume
in DDI end the third largest accusulstion in ome organization in the Agency.
Particularly significamt is the fart that the schedule was completed in o
few months snd only 4§ of the total recurds have been evalusted as permanent,

IIL Forms Monsgemeut |
1. Oix of the moTe widely used Agency forms were revisef in this

guarter - Travel Order; Pricess Sheet _ Iravel Order
Work Sheety PHS; External Treining Request end Pergonmnel Bmergency locator
Card,

2., Completed furms sctions covering the development and spproval
of 71 new srd G reviszed forms. Thege active forms haw the pctential of
producing 3,799,450 pieces of paper.

3. Eilirireted 168,000 copies of obsolete Lorms shored in the
Warehouse or office gpace. The space required for these forms ig equivalent
to 12 Mmm- gafes,

|

\ b, Worked with FI Stsaff apd Ceble Secreteriat in the development
| of 6 farms to be used in the new worldewide procedure on Intelligence
Information Cables.,

IV. Records Center Operations

1. Recelipts of inuctive records amounmted t- 3,513 cuble feet;
2,890 cubic feet were climinated this guarter and the net growih was
623 cubic feet. At the end of March the Records Center held 86,729 cubic
feet, approximtel; 864 of its capacity.

| 2. The Reeerds Center furnished ilesdquarters offices reference servh.e

on 33,650 items, an average of 534 per work day.

V. Briefings on Rec.rds Mansgement

1. The following presentstions on the Agency Rec .rds Monagement
Progrom were ninde by mes

2. 14 Pebruary - briefed the DDS and some mexders of his
ismediate gtaff,

b, 8 Muarch ~ DDS Stuff leeting
¢. 31 Murch - Office of Chief lo@istlds SEATE leeting,
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